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Approved as corrected by the NEOPA Board of Directors–August 27, 2016
The purpose of NEOPA is to provide professional development and
support for educational office professionals.
Networking

Guiding Principles:
Leadership Recognition Mentoring Fellowship

Nebraska Educational Office Professional Association (NEOPA)
Board of Directors Meeting Minutes
June 18, 2016 – 9:30‐1:00 p.m.
304 Whittier, UNL
Call to Order:
President Schleiger called the meeting to order at 10:11 a.m.
Roll Call/Quorum:
Present: Carol Bom, Denise Fisher, Mari Greer, Mary Guest, Nancy Harter, Debbie Hendricks, Edie
Schleiger, Jane Schneider, Nancy Summers, Lora Sypal, Betty Wagner
Eleven members present, quorum established.
Board Member Reports ‐ President Schleiger asked the Board to share their plans for the 2016‐2017
year:
Nancy Harter, President‐Elect
Nancy stated that she feels that communication and outreach is important. One of her goals is
to make sure that new members feel welcome and wants to communicate with all members. She will be
working toward putting theory into practice.
Lora Sypal, Vice President
Lora passed out a sign‐up sheet for the 2016 NEOPA Fall Conference and asked board members
for suggestions or any needed changes. Board members advised her to be sure and ask for help and not
do the job herself. The conference will be held October 28, 2016 at Southeast Community College.
Jane Schneider, Secretary
Jane said that her goal is to be accurate in recording all meeting minutes.
Debbie Hendricks, Treasurer
Shared success from 2015‐16 of simplifying NEOPA’s financial records. Her goal is to research
and find a better bank. We are currently using Bank of the West and they are now charging fees for
items that previously were free.

Denise Fisher, Past President
Denise has several notes she has been keeping for moving forward in 2016‐17. She will work
with Jane to develop the 2015‐16 annual report and thanked her board members for submitting all of
their reports. She will put photos of each board member beside their report.
Betty Wagner, Networking
Betty’s vision is to find ways to provide pictures of people and put them on our website to
provide a way for people to get to know each other. She asked Carol Bom to help her with the website.
Another goal is to send out periodic emails out to members with bios so members can put faces with
names. She may investigate using the social media software “Hootsuite" to manage all of our social
media platforms.
Mary Guest, Leadership
Mary will work on a strategic plan for professional development to develop content and plan for
the future. Some of her goals include: Obtaining education credits for conferences and work on having a
PSP training session available during one of the fall conference sessions. Members interested in getting
their PSP certification would bring their materials and work on their application.
Carol Bom, Mentoring
During 2015‐16, the committee met informally in a restaurant and it was found to be very
productive and successful. Carol plans to ask them if they want to continue for 2016‐17. She would like
to come up with a mentoring activity for the fall conference as the conference theme is about
mentoring.
Nancy Summers, Recognition
Nancy has a committee: Julie Kleager and Michele Ackerman will help work on simplifying the
nomination materials for Administrator of the Year and Office Professional of the Year awards; Chris
Cary is interested on working on the NEOPA brochure. Other possibilities are: Sarah Kripal, Sophia
Kleveman, and Dawn Worrall.
Mary Guest suggested they wait to work on Louise Henderson Nelson award as NAEOP is
reviewing the nomination materials.
Mari Greer, Fellowship
Mari is working on getting a committee together and is trying to get someone from all local
organizations. Danielle Fairbanks from Beatrice and Alycia Libolt from UNL will be on her committee. She
has tried all other organizations in the State and hasn’t gotten any responses. One of her goals is to mix
fellowship with a fundraising activity and discussed some ideas for fundraisers. Mari mentioned the
“Making Strides Against Breast Cancer” walk in October and asked which committee should undertake
leadership for NEOPA as a coordinator will need to be identified.
Brief Meeting Break:
The members went on a 15 minute break and swapped notebooks between 15‐16 and 16‐17
board members. Those members not on the 16‐17 board left the meeting.
Strategic Plan:
President Schleiger passed out current copies of the strategic plan and asked members to look
at 2016‐17 Year Two. Denise Fisher noted that the new director’s plans fit in with Year Two goals.

New Business:
 President Schleiger reminded the board that they need to be current NEOPA members.
 NAEOP Information
o Some local organizations have submitted monetary donations for the NEOPA basket
that will be at NAEOP in July.
o Lora Sypal sent a $25 check for a field service donation in honor of Wendy Heslink along
with a congratulatory card to Wendy.
o Nancy Harter and Lindsay Deahn are the NEOPA delegates and NEOPA submitted one
Advisory Council agenda item:
 A request to develop a communication plan for NAEOP members in place of the
newsletter. (Agenda item attached)
 Mary Guest showed the Digital Commons website and how to search for archival data. It is
currently being updated with NEOPA records by Kathy Bennetch. As she has retired, she’ll be
asked if she wants to continue or have someone else perform that task. Jane Schneider
volunteered to work with Digital Commons.
 The next meeting will be held August 27, 2016, 9:30 – 12:00 p.m. Location TBA.
Adjourn:
President Schleiger adjourned the meeting at 11:32 a.m.
Respectfully submitted,
Jane Schneider
NEOPA Secretary, 2016‐2017

The purpose of NEOPA is to provide professional development and
support for educational office professionals.
Guiding Principles:
Leadership Recognition Mentoring Fellowship

Networking

Nebraska Educational Office Professional Association (NEOPA)
Board of Directors Meeting Minutes
August 27, 2016 – 9:30‐12:00 p.m.
304 Whittier, UNL
Call to Order:
President Schleiger called the meeting to order at 9:37 a.m.

Roll Call/Quorum:
Present: Carol Bom, Denise Fisher, Mari Greer, Mary Guest, Nancy Harter, Debbie Hendricks, Edie
Schleiger, Jane Schneider, Nancy Summers, Lora Sypal
Not Present: Betty Wagner
Ten members present, quorum established.
Announcements: 2015‐16 Annual Report is completed and is on the Web site and will be uploaded to
Digital Commons.
Action Items:
Minutes from the June 18, 2016 Board meeting were approved as corrected. Jane didn’t provide
the transition meeting minutes so President Schleiger will send the corrected June 18 board meeting
minutes and the transition meeting minutes to the board.
Board Member Reports
Edie Schleiger, President
NEOPA received a thank you note from NAEOP President Wendy Heslink for our $25 donation to
field service in her honor.
President Schleiger reported that in July 2016, the Omaha Educational Office Professionals
Association (OEOPA) officially dissolved. She shared their final newsletter and stated that they donated
their remaining funds to NEOPA for a scholarship for members attending NEOPA fall conferences.
Motion stated and carried by Debbie Hendricks and seconded by Mari Greer: NEOPA graciously
accepts the donation from OEOPA for the Catherine Rauscher Registration Reward Fund. A note
will be sent to OEOPA and guidelines for award distribution will be set up and managed by the
Recognition Committee.
Debbie Hendricks reminded the board that we have money set aside for professional member
scholarships to attend NAEOP and we need to encourage members to apply for it. The scholarship pays
for registration only, no travel or institutes.

Nancy Harter, President‐elect
Nancy reported current membership: 88 active, 2 life‐time, and 13 retirees. She asked for advice
about reporting honorary numbers and will provide those at the next meeting. She will send a reminder
to members to renew their memberships, due on September 30, 2016. Denise Fisher suggested that
Nancy send an email to renewed members letting them know that they will receive a membership card.
Debbie Hendricks, Treasurer:
The Treasurer’s report was accepted as presented and will be filed for audit. Debbie cashed in
the CD because it wasn’t earning much and there are too many penalties involved. She will be looking to
see if we can move to another bank. She is also researching whether or not we need to submit IRS form
990N for “not for profit” organizations.
Lora Sypal, Vice President
Lora provided a packet of materials for the October 28 fall conference. There was discussion
about the speakers, cost of attendance and the proposed budget.
Motion stated and carried by Debbie Hendricks and seconded by Jane Schneider: Accept the
proposed draft of the budget for the fall conference so the committee can proceed with
planning.
Mary Guest reminded the board members that they should set a spring date for a NEOPA event
so that it could be advertised at the fall conference. Lora’s committee will talk about the event type as it
will need to incorporate an installation and recognition component and they may consider having a
speaker.
Jane Schneider, Secretary
No report
Denise Fisher, Past President
The 2015‐16 NEOPA Annual Report is completed and has been placed on the Web site. Jane
Schneider will send to Kathy Bennetch to add to Digital Commons. Denise encouraged Board members
to keep the Strategic Plan in mind to stay focused on goals for professional development. She is working
on certificates for former Board members.
Betty Wagner, Networking
Carol Bom reported for Betty that she is working on the September NEON and encouraged
Board members to provide articles. Betty would like to use photos of members in the NEON and Carol
also talked about adding member photos to the membership database.
Send items for the Twitter account to Carol; she said we need to take advantage of social media.
Mary Guest, Leadership
The strategic plan for professional development will be available at the October meeting. A PSP
work session might not work during the fall conference but she’ll work with Lora Sypal about scheduling
either before or after the conference. Mary is also thinking about having one session in the fall and one
in the spring and may work with LPSAOP as they have a good method in place for their members
working toward PSP.
Carol Bom, Mentoring
Report attached, first meeting of the Mentoring Committee will be held September 17, 2016.
They will discuss a survey to be sent out after membership forms are received.

Nancy Summers, Recognition
NEOPA Educational Office Professional of the Year award and NEOPA Educational Administrator
of the Year award applications are available on the Web site and are due on September 15.
Nancy passed around the brochure that Chris Cary developed. Nancy will email a copy to the
board to finalize and use for our local organizations. Mari Greer and Debbie Hendricks will make enough
copies to make available at the fall conference.
Mari Greer, Fellowship
Her committee has not yet met but will try to do so before fall conference. A 50/50 drawing will
be done and she asked if local organizations will provide baskets to raffle off to support NEOPA.
New Business
 President Schleiger asked if NEOPA would like to implement more uniform clothing for members
attending NAEOP during the flag ceremony. Consensus was to have members wear white tops
or blouses and navy skirts or pants and we’ll order scarves with the State flag to be worn as part
of the outfit.
 Mari Greer said that the “Making Strides” cancer walk will be held on October 23. We will sign
up on the Web site as individuals and meet at Brewsky’s after the walk.
 Nancy Harter said that Lisa Morehouse asked her to talk to the Board about support for Lisa for
her installation as NAEOP President during the summer of 2017. Nancy shared what Lisa may
need as far as physical assistance before and during the installation as well as monetary needs.
Board members suggested that Lisa provide a budget as well as specific items needed so the
Board can make an informed decision about what can be provided.
 The next meeting will be held October 27, 2016, 2:00‐4:00 p.m., SCC.
Adjourn:
President Schleiger adjourned the meeting at 12:10 p.m.
Respectfully submitted,
Jane Schneider
NEOPA Secretary, 2016‐2017

The purpose of NEOPA is to provide professional development and
support for educational office professionals.
Networking

Guiding Principles:
Leadership Recognition Mentoring Fellowship

Nebraska Educational Office Professional Association (NEOPA)
Board of Directors Meeting Minutes
October 27, 2016 – 2:00‐4:00 p.m.
Southeast Community College, Room 301
Call to Order:
President Schleiger called the meeting to order at 2:05 p.m.
Roll Call/Quorum:
Present: Carol Bom, Mari Greer, Nancy Harter, Debbie Hendricks, Edie Schleiger, Jane Schneider, Nancy
Summers, Lora Sypal
Not Present: Denise Fisher, Mary Guest, and Betty Wagner
Eight members present, quorum established.
Announcements:
Action Items:
Minutes from the August 27, 2016 board meeting were approved as corrected.
Board Member Reports
Edie Schleiger, President
President Schleiger has assembled an ad hoc committee made up of the treasurer, awards
committee and herself to create guidelines for the Rauscher Award. It will be ready for discussion and
approval at the winter board meeting.
Nancy Harter, President‐elect, Membership
Nancy’s full report is attached. She provided the current membership list as of October 27, 2016.
Nancy now has a contact at SCC and will talk with her about setting up a local organization for SCC Office
Professionals.
Debbie Hendricks, Treasurer:
Debbie’s full report is attached. Lola Young completed the internal audit of the NEOPA financial
records as of May 9, 2016. The treasurer’s report will be filed for audit.
Lora Sypal, Vice President
Lora’s report is attached.
Jane Schneider, Secretary
No report

Denise Fisher, Past President
No report
Betty Wagner, Networking
Betty’s full report is attached.
Mary Guest, Leadership
Mary’s report is attached. She had requested board discussion and action about dates for future
conferences/workshops and whether or not the board wanted to make education credits available.
After discussion, consensus is to hold the following dates until they can be confirmed:
 Winter board meeting, January 21 or 28 (to be confirmed soon by President Schleiger)
 Spring 2017 Workshop/general meeting, April 20 & 21
 Fall 2017 Conference, October 19 & 20 OR October 26 & 27
 Spring 2018 Workshop/general meeting, March 22 & 23
Lora Sypal will do a survey to find out what type of event members are interested in for the Spring 2017
membership general meeting or event. We will confirm the location, dates and times during the winter
board meeting.
Mary also asked for a motion for NEOPA to approve joining the North Central Area in hosting the 2018
annual NAEOP conference in Minnesota.
Motion stated and carried by Nancy Harter and seconded by Debbie Hendricks: NEOPA will join
the other North Central Area states in hosting the 2018 annual NAEOP Conference in Minnesota.
Carol Bom, Mentoring
Carol’s report is attached.
Nancy Summers, Recognition
Nancy’s report is attached. Will table awarding the Rauscher award this fall and will work with
the ad hoc committee to get it ready for the spring general meeting.
Mari Greer, Fellowship
Mari’s full report is attached.
New Business
 Discussion about funding for Lisa Morehouse’s installation as the new NAEOP President in 2018.
o Debbie Hendricks provided some information about NEOPA’s funding for Lola Young’s
installation as NAEOP President in 2014. Debbie asked Nancy Harter some questions for
clarification about the budget Lisa had provided.
o A decision about the amount of funding for Lisa will be tabled until the winter board
meeting.
Adjourn:
President Schleiger adjourned the meeting at 4:20 p.m.
Respectfully submitted,
Jane Schneider
NEOPA Secretary, 2016‐2017

NEBRASKA EDUCATIONAL OFFICE PROFESSIONAL ASSOCIATION
NEOPA Board meeting
October 27, 2016
TO:
FROM:
COMMITTEE NAME:
COMMITTEE MEMBERS:
DATE:

NEOPA Board of Directors
Debbie Hendricks
Treasurer’s Report
October 27, 2016

Current committee report:
NEOPA’s single certificate of deposit, which could only be assessed without penalty once each
year was cashed in on July 14, and the funds were deposited in our checking account. These
funds will continue to be accounted for separately, just as the Rauscher Reward Funds are.
The 2015‐16 Treasurer’s Books are currently being member‐audited.
At the August 2016 Board meeting, I was asked to research past Treasurer’s reports, and report
back on how much money NEOPA contributed to Lola Young when she was installed as the
NAEOP president. It appears that monies were allocated to Lola’s installation in the 2011‐12
and 2012‐13 years. In 2011‐12, Sandy Lineberry was reimbursed $571.70 for installation items
(centerpieces, etc), and Lola was given a $400 Visa gift card. In 20112‐13, $68.37 was spent on
an installation gift, and $124 was paid to the Lincoln Journal Star for printing a report about
Lola’s installation.

Upcoming objectives and goals
NEOPA needs to change the banking institution that we use. Bank of the West has very
limited hours and locations to conduct business, and they make frequent mistakes. For these
reasons, authorized signers have not been updated on the NEOPA accounts, as I would prefer to
just change institutions. However, there is the added cost of ordering new checks.
A sheet outlining the treasurer’s responsibilities still needs to be completed.

Business Interest Checking Account
Beginning Account Balance ‐ July 1, 2016

DATE

CHECK
#

7/9/2016
7/14/2016
7/29/2016
8/4/2016
8/6/2016

BUDGET
CATEGORY

DESCRIPTION

President‐Elect
Funds transfer
Treasurer
Treasurer
President‐Elect

2016‐17 Member Dues
CD Closed out, Moved to Sub‐Acct Chck
Earned Interest
OEOPS Dissolution‐Moved to Sub‐Acct
2016‐17 Membership Dues

8/25/2016
9/6/2016
9/6/2016
8/31/2016
10/1/2016
10/1/2016
9/30/2016

President‐Elect
President‐Elect
Treasurer
President‐Elect
1647

EXPENSE
AMOUNT

$6,111.20
$624.44

DEPOSIT
AMOUNT

$14.00

2016‐17 Membership Dues
2016‐17 Membership Dues
Earned Interest
2016‐17 Membership Dues

$600.00
$20.00
$0.11
$280.00

Earned Interest

BALANCE

$580.00
$6,111.20
$ 0.08
$624.44
$490.00

State Pins Sold

NAEOP Affiliation Dues
Treasurer

$$5,564.54

$ 6,648.62

$46.80
$0.11

$ 7,502.04

NEOPA FINANCIAL SUMMARIZATION ‐ JULY 1, 2016 ‐‐ October 15, 2016
Business Interest Checking Account
Beginning Balance as of July 1, 2016
Receipts ‐ July 1, 2016 ‐‐ Oct 15, 2016
Interest ‐ July 1, 2016 ‐‐ Oct 15, 2016
Disbursements ‐ July 1, 2016 ‐‐ Oct 15, 2016
Balance as of Oct 15,2016
Certificate of Deposit Funds
Beginning Balance as of
July 14, 2016
$ 6,111.20

$ 5,564.54
$ 1,984.00
$
0.30
$
46.80
$ 7,502.04

$6,111.20

OEOPA ‐ Catherine S. Rauscher Registration Reward Funds
Beginning Balance as of
August 4, 2016
$
624.44

$624.44

Money Market Savings ‐ Professional member Scholarships
Beginning Balance as of July 1, 2016
Receipts ‐ July 1, 2016 ‐‐ Oct 15, 2016
Interest ‐ July 1, 2016 ‐‐ Oct 15, 2016
Disbursements ‐ July 1, 2016 ‐‐ Oct 15, 2016
Balance as of Oct 15, 2016

$ 2,650.61
$

0.25

$ 2,650.86

Classic Business ‐ Student Scholarship Savings
Beginning Balance as of July 1, 2016
Receipts ‐ July 1, 2016 ‐‐ Oct 15, 2016
Interest ‐ July 1, 2016 ‐‐ Oct 15, 2016
Disbursements ‐ July 1, 2016 ‐‐ Oct 15, 2016
Balance as of Oct 15, 2016

$

619.04

$

0.06

$

619.10

NEBRASKA EDUCATIONAL OFFICE PROFESSIONAL ASSOCIATION
NEOPA Board meeting
August 27, 2016
TO:
FROM:
COMMITTEE NAME:
COMMITTEE MEMBERS:
DATE:

NEOPA Board of Directors
Nancy Harter, CEOE
Membership
Sarah Kripal (LPSAOP)
10/27/16

Current committee report:
Current Membership Total: 138
Active 118, includes 7 new members
Other members: Retirees 16, Lifetime 2, Assoc. 2

Upcoming objectives and goals
Don’t want to overstep the Strategic Plan.
I want to start developing some promotional materials. Chris Cary has done a great brochure that I think
we can expand on. I’d like to see about designing a poster, at least 11x17 and a rack card (condensed
brochure).
I’ve had the pleasure of working with the Mentoring Committee and was wondering about utilizing that
same group to help me with content and development of these promo items. We’ve talked very often
about what to give to new members from a mentoring perspective to keep them in the organization. If
we take this a little further, we could expand to recruitment.

NEBRASKA EDUCATIONAL OFFICE PROFESSIONAL ASSOCIATION
NEOPA Board meeting
August 27, 2016
TO:
FROM:
COMMITTEE NAME:
COMMITTEE MEMBERS:

DATE:

NEOPA Board of Directors
Betty Wagner
Networking Committee
Joan Wilkins (Photos), Carol Bom (Web Page and Twitter), Lindsay
Deahn (Facebook) ‐ Other potential members are Chris Dlouhy, Debbie
Doolittle, Kitten Slezak, and Diane Wasser
October 20, 2016

Current committee report: ‐ I have been a very bad girl as I have not held an official Networking
Committee meeting yet. While getting the NEON out, I did communicate frequently with Joan and
Carol.
Accomplishments this fall centered primarily on completing the NEON and getting that out. We did try
to incorporate more pictures of members but still have not accomplished the goal of getting each board
member’s picture placed by their name.
Upcoming objectives and goals – Plan to hold a committee meeting via video conferencing – most likely
in November or early December. Would like to gather input as how best to help members recognize
each other. Would like to complete gathering member pictures and incorporate those on the electronic
member listing/directory, or NEON, or both, OR ????? Looking for ideas from the team. One thought
was to set up a “photo booth” at conferences or meetings so we could catch everyone that attended. I
have an inside track to a free professional photographer complete with backdrop. Just need everyone’s
thoughts and opinions on whether this is a project to pursue.

NEBRASKA EDUCATIONAL OFFICE PROFESSIONAL ASSOCIATION
NEOPA Board meeting
October 27, 2016
TO:
FROM:
COMMITTEE NAME:
COMMITTEE MEMBERS:
DATE:

NEOPA Board of Directors
Mary Guest
Leadership
Mary Klucas, Nancy Harter, Lisa Morehouse, Caroline Helget, Mari
Greer, Lora Sypal
10/27/16

Current committee report:
PSP – A PSP workshop was held on Saturday, October 15, 2016, that was led by Nancy Harter and Lisa
Morehouse. Eight people attended – five from LPSAOP and three from UNOPA. We worked with these
members individually so when they left, they know what to do to proceed with their application for PSP
certification. Two also joined NEOPA for the first time.
At the NEOPA Business meeting during the Fall Conference, nine NEOPA members will be recognized for
achieving their PSP certification, and two members will be recognized for recertifying their PSP
certification.
The NEOPA Member Scholarship for NAEOP Conference Attendance will be promoted at the Fall
Conference and a limited number of printed applications will be available.
Strategic Plan for Professional Development – Committee members have been contacted for their input
on the NEOPA Strategic Plan for Professional Development based on our discussion in February 2016 at
a strategic planning session. The plan will be presented to the NEOPA board at the January/February
meeting.
Board Action:
In order to complete the proposed strategic plan for professional development, the NEOPA board must
decide the following:
 We need to decide if we’re going to offer education credits. If we are going to offer education
credits, we need to be clear about the number of conferences we are going to have each year
(two full day conferences, one‐and‐a‐half day conferences, one full day conference, etc.) and
how many learning hours will be available.
Board Action:
To complete our professional development plan for the current year, I request that the board set the
following dates:
 Need to set date for the 2017 Spring event – and decide what the event will be, i.e. half day
workshop, full day workshop, evening dinner & recognition, etc.
 Need to set date for the 2017 Fall Conference.
Upcoming objectives and goals
1.
Complete Strategic Plan for Professional Development
2.
Offer another PSP workshop, mostly likely the end of January or in February.

NEBRASKA EDUCATIONAL OFFICE PROFESSIONAL ASSOCIATION
NEOPA Board meeting
October 27, 2016
TO:
FROM:
COMMITTEE NAME:
COMMITTEE MEMBERS:
DATE:

NEOPA Board of Directors
Carol Bom, CEOE
Mentoring committee
Christine Cary, Tenisa Hall, Nancy Harter, and Olivia Rejda
October 27, 2016

Current committee report:






The committee met on Saturday, September 17, 2016 in Lincoln
We discussed plans for the year ahead
We began planning the Mentoring committee’s presentation at the NEOPA fall conference
We shared various mentoring resources and agreed on the plan for the year ahead
We have made a Google folder and have shared documents regarding our committee and the
plans for the conference

Upcoming objectives and goals:





To have fun at the upcoming conference and eliminate some myths about mentoring
To build a mentoring program for NEOPA this year
To run a pilot program for mentors/mentees this year
To model mentoring principles within the committee

NEBRASKA EDUCATIONAL OFFICE PROFESSIONAL ASSOCIATION
NEOPA Board meeting
October 27, 2016
TO:
FROM:
COMMITTEE NAME:
COMMITTEE MEMBERS:
DATE:

NEOPA Board of Directors
Mari Greer
Fellowship
Alycia Harden, Joyce Trevett, Danielle Fairbanks, Brenda Spieker
October 20, 2016

Current committee report:
All NEOPA members have been invited to join the Making Strides Against Breast Cancer Walk on Sunday
October 23 at Holmes Lake Park, Lincoln. Our team name is “NEOPA Steppin’ for Gretchen”, in memory
of NEOPA Past President Gretchen Walker. If people are interested, we might meet after the walk at
Brewsky’s near the park. (Waiting to hear from participants about interest in this.)
The October 27th fellowship/networking evening event has been cancelled due to lack of registrations.
As of October 19, we only received 11 registrations and needed 20 to make it economically feasible. We
had to cancel or give the restaurant our food order by October 20. However, we are inviting those that
registered to come to the restaurant that evening and we’ll have an informal dinner and get together.
Upcoming objectives and goals
We have our first fundraiser almost ready to go! We’re teaming up with Yankee Candle to take online
and catalog orders for Christmas giving/decorating. (We’ll have packets available at the NEOPA
conference on October 28 if anyone prefers to have a paper catalog.) Profits should be approx. 40% of
the sales. Ordering information will be emailed to members the week of October 24.

NEBRASKA EDUCATIONAL OFFICE PROFESSIONAL ASSOCIATION
NEOPA Board meeting
October 27, 2016
TO:
FROM:
COMMITTEE NAME:
COMMITTEE MEMBERS:
DATE:

NEOPA Board of Directors
Nancy Summers
Recognition
Julie Kleager, Michele Ackerman, Chris Carey
October 17, 2016

Current committee report:
Completed updating the NEOPA Emp of the Year Award – no applications were received by the
extended deadline of Sept. 15
Completed updating the NEOPA Adm of the Year Award – no applications were received by the
extended deadline of Sept. 15
Prepared info for Registration Reward offered by the now disbanded OEOPA organization
Upcoming objectives and goals

The purpose of NEOPA is to provide professional development and
support for educational office professionals.
Networking

Guiding Principles:
Leadership Recognition Mentoring Fellowship

Nebraska Educational Office Professional Association (NEOPA)
Board of Directors Meeting Minutes
January 28, 2017 – 9:30‐2:30 p.m.
Prem S. Paul Research Center at Whittier School Conference Room, 3rd Floor
Call to Order:
President Schleiger called the meeting to order at 9:33 a.m.
Roll Call/Quorum:
Present: Carol Bom, Mari Greer, Mary Guest, Nancy Harter, Debbie Hendricks, Edie Schleiger, Jane
Schneider, Lora Sypal
Not Present: Denise Fisher, Nancy Summers, and Betty Wagner
Eight members present, quorum established.
Minutes:
Minutes from the October 27, 2016 board meeting were approved as presented.
Treasurer’s Report:
Debbie Hendricks provided a treasurer’s report and noted that one expense of $89 is not
reflected in the report. She has opened a new account with Union Bank with the goal of eventually
closing out our Bank of the West account as soon as everything is moved over and checks have gone
through.
Board Member Reports
Edie Schleiger, President
President Schleiger let the board know that Betty Wagner has decided to leave the board. Edie
will not try to fill the position at this time. Joan Wilkins is still serving on the Networking committee and
has agreed to serve as point person. Joan will collate messages or articles and will forward all to Edie to
send to NEOPA members. We will use the fall NEON for the newsletter competition for NAEOP.
Edie asked if we had moved forward with the scarf idea as part of the uniform for NEOPA
members that attend NAEOP. It is the responsibility of the NAEOP liaison committee to make a decision.
Nancy Harter, President‐elect, Membership
Nancy provided a new membership list to the board. There are 149 total members; 128 active
(including 12 new), 2 lifetime, 2 associates, and 17 retirees. Our newest member is Susan Wesley,
employee at UNL. She is willing to help on any committees.

Lora Sypal, Vice President
Lora provided a report from the fall conference which shows we made $223.51. She went over
the evaluation that was sent out to members after the conference. The survey reflected that the
conference was good. The responses about the spring 2017 event showed that people wanted a full day
but there weren’t very many volunteers. It also showed that most people wanted in‐service and not
education credits. (Full report attached).
Jane Schneider, Secretary
No report
Denise Fisher, Past President
Denise’s report states that she updated the Bylaws book with the current Bylaws and has
prepared PSP certificates for 2015‐16 Board members.
Betty Wagner, Networking
No report
Mary Guest, Leadership
LPS held a PSP workshop, three UNOPA members that are working on their PSP attended. Mary
attended and assisted people with their applications. There might be another session scheduled for
LPSAOP members in March. Mary and Debbie are hoping to attend other association meetings to help
members prepare PSP applications.
LPS will be having a NAEOP conference meeting and Mary will be attending. NEOPA has a
scholarship for members that want to attend NAEOP. The guidelines state that the scholarship will fund
up to 3 people for up to $325 for the registration fee only. After discussion:
Motion stated by Mary Guest and seconded by Jane Schneider to increase the number of
NEOPA member scholarships for NAEOP conference attendance from 3 to 5 for attending the
2017 NAEOP conference. Motion carried unanimously.
There is a NAEOP Educational Foundation scholarship available for those that want to attend NAEOP and
Mary will be promoting that among local associations.
Carol Bom, Mentoring
The committee met on Tuesday, January 24, 2017. There were 16 people that agreed to be
mentors and they’ll pair up with our 12 new members. There will be a brunch on May 13 and they’ll
continue to build a new program for mentors/mentees. (Full report attached).
Carol has updated the NEOPA website, please send her items.
Nancy Summers, Recognition
President Schleiger reported that dollars given to NEOPA from the dissolution of Omaha
Educational Office Professionals Association (OEOPA) in the amount of $600, will be used to award a
NEOPA member at each fall conference in the amount of $60 per year, until funds are expended.
President Schleiger and Debbie Hendricks met with the Recognition Committee to set criteria for
awarding the dollars to NEOPA members. The funds were given in the name of Catherine S. Rauscher, a
30‐year member of OEOPA. The criteria states that the recipient:
 Be a member of NEOPA,
 Is in attendance at the NEOPA fall conference,
 The NEOPA Recognition Committee will present the $60 award by random drawing during the
general meeting at the fall conference.

Mari Greer, Fellowship
Mari and Debbie worked out a sales tax issue for our Yankee Candle fund‐raiser; sales tax was to
be paid to Nebraska and not Yankee Candle. The profit from sales was about $324. (Full report is
attached.)
Old Business
Funding for Lisa Morehouse installation as NAEOP President
Although there is some support from NAEOP, Lisa will need to come up with the
following items/dollar amounts herself:
 Printing programs
 Favor/gift to attendees from Lisa. She would like to give a nice writing pen that people will
use; they are hoping to purchase about 600. This will be for each attendee and some for Lisa
to give out during her year as President. The committee working with Lisa is shopping for
them and a cost guestimate is about $600.
 Any extra decorations – NAEOP will provide $2/person for each paid attendee of the
banquet to be reimbursed after the conference ($600 estimated). Nancy is in charge of
decorating and is trying to keep her budget at about $20/table.
 They are also looking at purchasing commemorative pins for each attendee. $500 is
budgeted from NAEOP for pins.
Approximately $1,400 has already been raised for the installation by Lisa’s committee
(Team NAEOP). Lisa will take care of gifts to her board herself. Theresa Cote will doing the
Installation; Lisa’s family are planning to attend.
LPSAOP is planning to buy a brick for the memorial garden in her name as a gift instead
of buying her jewelry or flowers.
UNOPA is planning on inviting Lisa to a March or April meeting to help advertise the
NAEOP conference.
Support for Past NAEOP Presidents from NEOPA
Debbie Hendricks researched support we gave Lola Young when she was installed:
 $572 was reimbursed to Sandy Lineberry for center pieces, etc., Lola was asked to
submit receipts.
 $400 Visa card was given to offset some expenses, and not a gift to her.
 $68 was spent on an installation gift.
 $124 was submitted to Lincoln Journal Star to report on her installation.
Motion Stated by Debbie Hendricks and seconded by Carol Bom that NEOPA contribute
$1,000 to Lisa Morehouse’s installation as NAEOP President. It is our intention that $600
go toward Lisa’s gift/pen that she gives to the NAEOP membership. $400 will be given as
a gift card to be spent as needed. Motion carried unanimously.
Nancy Harter said that as much human help as possible will be needed as there might
not be a lot of time to get everything ready for the installation.
Conference planning for spring 2017
Lora Sypal provided detailed information about locations and prices for a spring event.
Consensus after discussion is to have an evening dinner with installation on April 26
(Administrative Professionals Day) at the Grata, 5‐10 p.m. Mari Greer confirmed with Grata that
the space was available and we needed to reserve it with a $150 deposit (the room charge

which includes the bartenders). The cost of the registration will be $15.00 per person. This will
include the cost of the buffet of $8.50 per person plus the deposit. Consensus is to order the
South of the Border dinner. We’ll ask NEOPA members to RSVP by April 10 and Grata needs
numbers by April 16. The board meeting will be held in the afternoon of April 26 from 1‐4 p.m.
Nancy Harter will check to see if we can meet at LPSDO.
Fall 2017 Conference & Spring 2018 Workshop
Mary Guest said that she would like us to present one pillar per year and we can
combine fall 2017 conference and spring 2018 workshop for 15 hours. Next year’s pillar will be
Leadership. Recognition and Fellowship will be evident at each conference throughout the year
with awards, installation, pre‐conference dinner or gathering, etc. We’ll have one full day in the
fall and one full day in the spring. Lora was asked to see if SCC is available on 10/19 and 10/20,
2017 (fall conference) and 4/12 and 4/13, 2018 (spring workshop). Alternative dates if needed
are 10/26 and 10/27, 2017 (fall conference) and 4/19 and 4/20, 2018 (spring workshop).
New Business
2018 NAEOP Conference – Minnesota
Mary Guest proposed that NEOPA head up some proceedings coordinator jobs for the
2018 conference; either one person will need to coordinate or NEOPA can do so in
general. Assistance is needed for the following:
 Advisory Council meeting, volunteer needed to work with Advisory Council chair
(nameplates, banner, water, etc.)
 General Sessions meeting, volunteer needed (room set‐up)
 Flag ceremony (Charla Callahan will head)
 Retirees meeting (Martha Carson will head)
 Board meeting (Charlotte Zeller will head)
 AV equipment, arrangements with hotel (volunteer needed)




Mary would also like Nebraska to work with Awards chairman and PSP banquet
chairman and be in charge of the PSP banquet. There is some room in the budget for
these events and Mary will start a couple of fund‐raising activities (such as a silent
auction at the area conference and the Kansas City bus trip) so that we can have
programs, center pieces, and purchase gifts/tokens for PSP recipients.
Nebraska will staff the hospitality room one of the days. Normally there are door prizes,
food, water, etc. A hotel room might be used for that purpose. (Full report attached).

Strategic Planning Review/Update
Mary Guest will update the plan by copying the goals for each year from the main
worksheet that lists all years to worksheets for each individual year so that committees will
know their assignments and what to work on each year. She’ll provide to the board when
completed.
Board Members for 2017‐18
As President‐elect, Nancy Harter asked board members to consider staying on for
another year to maintain consistency as this is a new year for our new strategic plan and revised
committees. Nancy will work on getting nomination materials for elected offices for President
Schleiger to send to the membership.

State Uniform at NAEOP
After discussion:
Motion stated by Jane Schneider and seconded by Mari Greer that NEOPA purchase 25
Nebraska State Flag Blue scarves (in white) to wear at NAEOP annual conference as part
of the State uniform. Motion carried unanimously.
Scarves were ordered during the meeting right after the motion. Mari Greer will need to be
reimbursed: https://www.zazzle.com/nebraska_state_flag_blue_scarf‐256937823384855990
NAEOP attendees may purchase or borrow from NEOPA.
Adjourn:
President Schleiger adjourned the meeting at 2:11 p.m.
Respectfully submitted,
Jane Schneider
NEOPA Secretary, 2016‐2017
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Nebraska Educational Office Professional Association (NEOPA)
Board of Directors Meeting Minutes
April 26, 2017 – 1:30 p.m.
Lincoln Public Schools District Office Board Room
Call to Order:
President Schleiger called the meeting to order at 1:35 p.m.
Roll Call/Quorum:
Present: Carol Bom, Denise Fisher, Mari Greer, Mary Guest, Nancy Harter, Debbie Hendricks, Edie
Schleiger, Jane Schneider, Lora Sypal, and Nancy Summers
Ten members present, quorum established.
Minutes:
Minutes from the January 28, 2017 NEOPA board meeting were approved with corrections: on
Page 2, under Leadership, remove Debbie Hendrick’s name from “attended LPS workshop.” On Page 2,
under Recognition, change “drawing during the board meeting” to “drawing during the general meeting
at the fall conference.”
Treasurer’s Report:
Debbie Hendricks provided a treasurer’s report. She has completely closed our Bank of the West
account. She asked the board to check the Budget to Date Summary and view what committees actually
spent. Nancy Summers asked about a $20.00 amount her committee had not spent. It was discovered
that it had been used to submit an entry for the Newsletter to NAEOP.
Old Business
Conference Planning, Lora Sypal
The fall 2017 and spring 2018 conferences have been scheduled at Southeast Community
College; the contracts have been signed. The fall conference is scheduled for October 22, 2017 and the
spring conference is April 13, 2018. Lora is preparing a sign‐up sheet for both conferences and wants to
have people sign up as co‐chairs for both fall and spring to provide some consistency while they are
securing speakers. The theme is Leadership and the flyer that will go out for a “save the date” has
several suggested topics to stimulate interest in attending.
Nancy Summers suggested Carmen Zafft from UNL as someone to be contacted as a speaker.
Lora is hoping to send out a survey to ask what skills and software people use and need for
breakout sessions for the spring conference. If needed, short breakout sessions could be used if a repeat
is needed because of space availability at SCC.

2018 NAEOP Conference‐Minnesota Update, Mary Guest
The keynote and institute speaker is secured. Teresa Cote will have a meeting in South Dakota
on Thursday afternoon, 3:45‐5:15 p.m. with those interested in helping with the conference or who just
want to know what is being planned. We need to touch base with other states to see how their plans
are coming. Mary would like to get the Minnesota members engaged to help gather briefings speakers.
We’ll need a chair from NEOPA for the PSP awards banquet. Some of the items needed for the banquet
are centerpieces, programs, and gifts for PSP recipients. The 2018 Conference will be on Monday, July
16 through Friday, July 20. The Institute will be held on Monday and Tuesday, with the installation on
Friday the 20th. Opening and General Session is Wednesday, July 18. Volunteers for room set up will be
needed during general sessions and advisory council meeting.
Fundraising will also be needed, to include a shopping bus trip on November 11. Mary will ask all
states to take part in an all‐states pasta sales activity and will need someone to coordinate.
Gift for Lisa Morehouse, Nancy Harter
NEOPA had previously voted to give Lisa $600 to order pens (already given) and $400 for a gift
card (not yet given). Consensus is to use the money for her gift card to possibly purchase a rolling
briefcase of her choice. The remaining funds would be presented to her during the installation as a gift
card.
Denise Fisher suggested having a travel shower for Lisa later in the summer of 2017 during a fun
activity for NEOPA members. Everyone could be encouraged to bring travel‐sized items that Lisa can use
during the coming year while traveling.
Strategic Planning Review/Update
Mary Guest provided an updated plan and suggested we go through the first and second year to
see what has been completed and implemented, what is in progress, and what needs to be continued.
Future boards will need to add coming years to the 5 year plan, i.e., year 6, etc. A note will be added to
the document to remind future board members that the plan needs to be revised and implemented
going forward. Mary will update the plan and send to the board.
New Business
2017 Conference Update – Suggested Advisory Council Agenda Items
 From NDE Bridge: If the Advisory Council had a motion brought forward for discussion and
passed at both the Advisory Council meeting and the General Session, the agenda item
should be enacted during the upcoming fiscal year. It shouldn’t go to the NAEOP board for
approval; it should go to the NAEOP board for implementation. The rationale is to provide a
timely response and implementation of agenda items.
 From NEOPA: The NAEOP Budget in its entirety should be made available for the members
to view for transparency.
 From NEOPA: Require local and state association responsibilities for recertification. The
rationale is that it provides a benefit to all organizations in keeping members active.
There was discussion of the possibility of developing an agenda item for getting rid of the PSP
Governing Board or at least providing guidelines and rationale for their authority.
Carol Bom said that any board actions are listed in the NES Connector. Guidelines for
committees are shown in the handbook that is available in the member section online in the handbook.
State Scarves
Mari Greer brought the scarves that had been ordered to wear as part of the NEOPA uniform at
the 2017 NAEOP conference. We will wear navy and white clothing with the scarf. Scarves can be

purchased for $17.62 or people can borrow them by checking them out at the conference and then
return to Mari after the session. Consensus is to give one to Lisa Morehouse as a gift.
State Baskets
Motion stated by Denise Fisher and seconded by Jane Schneider that NEOPA give up to $100
toward the State Basket for the 2017 NCA Conference. Motion carried unanimously.
Motion stated by Debbie Hendricks and seconded by Nancy Harter that NEOPA give up to $200
toward the State Basket for the 2017 NAEOP Conference. Motion carried unanimously.
June Transition Meeting
The transition meeting will be held June 24, 2017 from 9:00‐12:00 at Lincoln Public Schools
District Office.
Reports
Edie Schleiger, President
Edie Schleiger will be the NEOPA delegate at NAEOP, Nancy Harter will be the alternate.
Nancy Harter, President‐elect, Membership
Nancy reported there are 151 total members. The votes received for nominations for elected
offices totaled 66 (45% of the membership). We still don’t have a President‐elect for 2017‐18.
Jane Schneider, Secretary
No report.
Lora Sypal, Vice‐President
Will hand out the “save the dates” flyer for the fall and spring conferences at tonight’s general
meeting and will send out the sign‐up sheet to members soon. The committee will start looking at dates
for the fall 2018 and spring 2019 conferences.
Denise Fisher, Past President
Denise passed out certificates for elected officer’s and committee director’s service during 2015‐
2016.
Debbie Hendricks, Treasurer
The student scholarship was suspended for 2015‐16 and it can be offered again this year if
needed. If we want to suspend it again or delete it, an action will be needed.
Motion stated by Jane Schneider and second by Carol Bom that the NEOPA Board approve the
2017‐18 proposed budget. Motion carried unanimously.
Networking
No report.
Mary Guest, Leadership
No further comments, report attached.
Carol Bom, Mentoring
Would like the members to review her report and think about giving the mentors and mentees
PSP points for their participation.

Nancy Summers, Recognition
No comments, report attached.
Mari Greer, Fellowship
Mari reported that there are 40 people registered for the April 26, 2017 general meeting. Her
committee has created nametags and there will be assigned seats.
Adjourn:
President Schleiger adjourned the meeting at 3:55 p.m.
Respectfully submitted,
Jane Schneider
NEOPA Secretary, 2016‐2017

